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Job Opportunity

	Company
	II-VI Incorporated

	Job Title
	Import Compliance Administrator

	Location
	Saxonburg, PA

	Salary Range
	Competitive

	Relocation Assistance
	TBD


Job Description / Responsibilities / Requirements

The position exists to execute the day to day activities related to the II-VI Incorporated Import Compliance Program on a Corporate-wide basis under the direction of the Corporate Import/Export Compliance Manager. The initial focus of this position will be on the IR Optics Group. Priorities include preparing Customs documentation and ensuring that shipments meet all applicable laws to facilitate the import of goods. The Import Compliance Administrator (ICA) is to act as a liaison between II-VI (including II-VI subsidiaries), Customs Brokers, and U.S. Customs. The ICA will also work closely with Sales, Shipping, Purchasing, Receiving, and Warranty departments. Other responsibilities include classifying II-VI products as well as determining proper values for imports. The ICA is responsible for reviewing the parameters for various Free Trade Programs and whether or not II-VI can participate. The ICA must also assist in providing country of origin determinations and helping to decide when to apply for duty refunds and tariff reclassification. Furthermore, the ICA may be asked to participate in M&A due diligence, prepare duty drawback documentation, provide trade compliance training to II-VI employees, and conduct trade compliance audits of II-VI business units. The ICA will also be the Facility Security Officer (FSO) and will be responsible for maintaining all required security clearances, responding to audit requests, and communicating with the U.S. government in relation to classified programs. The ICA will work with highly sensitive and confidential corporate information, including, but not limited to, information related to possible import compliance violations, and will be expected to maintain strict confidentiality.


Primary Location : Saxonburg, PA
Requirements: Education: B.A. or B.S. in business or related field preferred 

Experience: 
Possess a fundamental understanding of International Business and Trade Compliance rules and regulations. 5 years of experience in work directly related to U.S. Customs regulations. (Export Compliance experience a plus) 



Special Skills:
1) General knowledge of international trade law regulations and supply chain operations
2) Ability to identify complex problems and to review related information to develop and evaluate options and implement solutions 
3) Ability to communicate effectively, both oral and written
4) Ability to consider the relative costs and benefits of potential actions to choose the most appropriate one 
5) Good time management, managing one’s own time and the time of others
6) Individual must possess good organizational skills and be highly motivated 
7) Individual must be proficient with Microsoft Office products & a PC based environment

Special Requirement: Must possess (or successfully obtain within a reasonable period of time) and maintain government security clearance required to serve as FSO. 

Job Elements
Elements of II-VI Import Compliance Program : 50% 
- Provide regular updates to the IR Import Compliance Handbook
- Prepare and implement Import Compliance Handbooks for other II-VI locations
- Request or compile necessary import documentation, such as Customs invoices, certificates of origin, and cargo control documents
- Oversee the classification of goods according to the applicable tariff coding system (Schedule B and Harmonized Tariff) for II-VI Products being exported/imported
- Oversee the application for tariff concessions or for duty drawbacks and other refunds
- Ensure that complete import documentation and records are maintained electronically for Duty Drawback and rebill purposes
- Prepare, submit and track Duty Drawback Claims on a regular basis
- Review and approve import related freight bills 
- Responsible for overseeing the process of filing post-entry corrections and disputes 
- Identify, track, and monitor import “assists”
- Provide TSCA, FDA, and FCC and other certifications when applicable
- Research and track free trade agreement qualifications and applicability
- Determine rules of origin and country of origin for II-VI products
- Responsible for determining correct import valuation methods 
- Monitor and track effectiveness of Import program by performing self-audits
- Provide import compliance training to effected parties
- Manage recordkeeping responsibilities for all required import documentation

Supply Chain Support 25%
- Confer with officials in various agencies to facilitate clearance of goods through Customs and quarantine
- Maintain relationships with Customs brokers
- Arrange for transportation, warehousing, or product distribution of imported or exported products.
- Inform importers and exporters of steps to reduce duties and taxes.
- Provide advice on transportation options, types of carriers, or shipping routes
- Responsible for determining the applicability and use of Temporary Import Bonds and other special provision HTS codes for both incoming and outgoing shipments
- Calculate duty and tariff payments owed on shipments
- Suggest best methods of packaging or labeling products 

Facility Security Officer 15%
- Maintain active security clearances
- Submit Defense Security Service reports
- Communicate with and provide necessary documentation to customers and U.S. government as required

Special projects and General Functions 10%
- Stay abreast of changes in import laws or regulations by reading current literature and attending meetings/conferences.
- Prepare miscellaneous import related correspondence for distribution
- Collect, gather, and research relevant compliance facts for important projects
- Handle memoranda, action items, and other documents as needed/requested
- Attend freight/carrier meetings when scheduled
- Field and respond to import compliance related questions from various II-VI business units
- Participate in M&A due diligence
- Create and modify import compliance related documents using Microsoft office products

We offer an attractive salary and an excellent benefits package designed to attract and retain individuals willing to accept the challenge and risk associated with being part of a successful company. Our benefits include a company-wide bonus incentive program, medical, dental and vision insurances, 401K program with a substantial match, profit sharing program, tuition reimbursement, life insurance, vacation and personal time, paid holidays, stock purchase program, computer purchase program and more.
Contact Information to Apply

To apply, please send your cover letter and resume to Sarah.Anthony@ii-vi.com , with the job title in the subject line. We will contact you if your background meets our requirements, and we thank you for your interest in our company.
